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 Membership reports are completed using the Online 
Application System (OAS) and are used to count 
students by grade for purposes of payment of 
choice program state aid. 

 Three membership reports each year: 

 September 1 enrollment report (due September 1) 

 3rd Friday in September count report (due October 1) 

 2nd Friday in January count report (due February 1) 
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 Two count dates each year: 

 3rd Friday in September  

 2nd Friday in January 

 The school reports by grade level how many 
students were in attendance for instruction 
on each count date or if absent on the count 
date, were in attendance a day before and a 
day after the count date. 
 



 Only those students who have applications 
that have been “submitted” are eligible to be 
counted.  
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 Due October 1 
 Should include pupils that were present for 

instruction on the 3rd Friday in September 
(September 20) OR present a day before and a 
day after the count date. 

 Students must not have enrolled in another 
school between absences. 

 Must have valid student application on file that 
has been submitted in OAS. 



 Select the appropriate 
count report. 

 Read through the 
instructions.  

 Click Accept. 
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 If there are multiple pages of students, 
use the “next” button to save each page, 
then use “back” to go to the next page. 
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 Grades can be changed in the count report. 
The grade on the count report will default to 
the grade entered in the student’s 
application. 

 The grade on the count report should be the 
grade the student was in on the count day. 

 MPCP & RPCP schools should remember to 
update the student’s paper application using 
the strikethrough method. 

 



 To change a student’s grade, select the grade from 
the drop-down menu. 

 Only the grades listed on the school’s Intent to 
Participate form will be listed. 
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 After changing the grade, click “save” to save 
your changes.  

 Remember, grade changes can be made in the 
count reports.  All grade changes must be made 
on this initial screen, even if the student did not 
attend on the count date.  
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On the first page of the report, select only 
those students who were present ON the 
count date and click “Next” to proceed to 
the next page in the report.  
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On the next page, for those students who were absent on 
the count date, indicate whether they were present a day 
before and a day after the count date and click “Next” to 
proceed.  
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The class list provides of summary of the students were counted in your 
report.  It includes both the students who were present on the count day 
and those that were present a day before and a day after. Use this list to 
confirm via your attendance records that the information is correct.  If 
correct, click “next”.  If you need to make changes click “back”.   
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This page provides a list of all students who had a submitted application 
but were not counted on the report.  You should double check the 
attendance records of any students listed on this page and confirm that 
you do not wish to count them.  If you have made a mistake, click 
“back” to go back and count the student, if not, click “next” to proceed.   



15 

This page will list the students whose payments will be subtracted from 
your school’s November choice payment.  Any student who was counted on 
the September 1 Enrollment Report and for whom the school received a 
September payment and did not meet the 3rd Friday count requirements—
the state will recover the payment made to the school through subtracting 
the amount  from the November payment.   
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Similar to the September 1 Enrollment Report, on the last page of the 
report, you must indicate the total number of students (both choice and 
non-choice) who satisfied the 3rd Friday count requirements—were 
present on the count day or present a day before and a day after the 
count day. 
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After you have completed the report, 
you can go back to make changes, save 
and submit later or submit the report.  
Remember to double-check the 
information BEFORE submitting the 
report.  After submission, the report will 
be locked and you can only make 
changes by contacting the DPI. 
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The certification page and class list must be printed and 
signed by the school’s choice administrator.  Keep these 
documents on file for your auditor. 



Contact: 
 
Latoya Holiday at 608-266-8066 or 
latoya.holiday@dpi.wi.gov 
 
Molly Koranda at 608-266-0523 or 
molly.koranda@dpi.wi.gov 
 



https://uaapps4.dpi.wi.gov/MPCP  

https://uaapps4.dpi.wi.gov/MPCP

